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Basics

CM/ECEF is the new electronic case management and electronic case files
system for the federal courts. It provides federal courts enhanced and updated
docket management. It allows courts to maintain case documents in electronic
form. It gives each court the option of permitting case documents -- pleadings,
motions, petitions, orders -- to be filed with the court over the Internet.

This manual provides instructions on how to use the Electronic Filing System to
file documents with the court, or to view and retrieve docket sheets and
documents for all cases assigned to this system. Users should have a working
knowledge of Netscape and Adobe Acrobat.

Basics - Electronic Access

A key feature of the CM/ECF system is that it provides unprecedented access to
up-to-the-second docket sheets as well as to the documents themselves over the
Internet through the Court’s electronic filing web site.

Basics - Electronic Filing

Another key feature of the CM/ECF system is that it accepts documents filed
electronically over the Internet. While it is not necessary that documents be filed
electronically to have them entered into the CM/ECF system, electronic filing is
strongly encouraged by the Court.

Basics - Electronic Noticing

A third key feature of the CM/ECF system is that it provides immediate e-mail
notices to all counsel involved in a case whenever a document is filed. To receive
electronic notice of filings, attorneys must be registered to file electronically and
must have the e-mail noticing feature of their Court account turned on.

Basics - Fees

There is no cost to court personnel to use CM/ECF. Electronic access to court
data by the public is available through the Public Access to Court Electronic
Records (PACER) program. Attorneys and litigants receive one free copy of
documents filed electronically in their cases within 30 days of filing; additional
copies are available for viewing or downloading at seven cents per page.
Directed by Congress to fund electronic access through user fees, the judiciary
has set the fee at the lowest possible level sufficient to recoup program costs.

Basics - Signatures

The Clerks Office will issue login ID’s and passwords for CM/ECF. Instead of
physically signing documents, CM/ECF users must type “s/” followed by their
name on the signature line. For example, attorneys shall file documents
electronically with signatures indicated as "s/Jane Doe” or "s/John Doe”. This in
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combination with your login and password constitutes your signature when filing
a document.

Basics - Sealed Documents
Continue to file sealed documents with the Court Clerk’s office in accordance
with the existing practices and procedures for conventional filing.

Basics - User Interactions
There are three general types of user interactions allowed by the system:

. Entering information in data fields
. Using command buttons to direct system activities
. Mouse-clicking on hyperlinks

Basics - Conventions used in this Manual

. Data to be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

. Command buttons are represented in this manual in [bracketed boldface
typel.

. Hyperlinks are represented in underlined boldface type.

Basics - Windows Terminology
There are several Windows features that you will see throughout CM/ECF.

Feature Example Function
Hyperlink Lead Docket: 0:01-cv-00005-EID Clicking on a hyperlink will
Felated Cases: None take you to the link.
Button Mext | Left click once to perform
the function listed.
Drop Down List || monin [December =] Click on the down arrow to
January activate the drop down list.
Year |Fepruary Make your selection by left
L";rrifh mouse clicking on the
n Repar] May option once. Some menus
June will allow multiple selections
iﬂ';ust by holding down the Control
Septermber (Ctrl) button on the
October keyboard and left clicking
the items.
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List Box

Mature
of suit | fzern)
100 (Cortract- Constr.) )

Scroll through this list using
the up or down arrows.
Make your selection by left
mouse clicking on the
option once. Some menus
will allow multiple selections
by holding down the Control
(Ctrl) button on the
keyboard and left clicking
the items.

Radio Button

|f=' Filed © Submitted ¢ Under advisement |

Click on the option you
want. You may only select
one.

Check Box

¥ Show deadlines and filing dates
[ Show docket text and related filings

Check/uncheck each item
to turn it on/off. Multiple
check boxes can be
selected.

Basics - Selecting Multiple Items (Ctrl-Click)

The Windows Operating system allows you to select multiple items by using the
Control-Click (Ctrl-Click) method. CM/ECF takes advantage of this feature. For
menu options that allow it, you can select multiple items by:

1. Left click once on the first item you want to select

2. Hold down the Control key (Ctrl) on your keyboard and simultaneously select
the next item you want by left clicking it with the mouse

3. You can select additional items by repeating step 2.
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Basics - User Manual

You can download or view the most recent version of the CM/ECF Users Manual
for Attorneys (in PDF format) from the Court’s public website at
http://www.uscfc.uscourts.gov.

Basics - General Navigation
Many screens have the following two buttons:
Clear | clears all characters entered in the box(es) on that screen.

. mext | accepts the entry just made and displays the next entry screen, if

any.

Basics - Correcting a Mistake
4 ¥ 2 D . @ S A @

Back Forward  Reload Home Search  Metzcape Frint Security Stop

Use the Back button on the Netscape toolbar to go back and correct an entry
made on a previous screen. Docket transactions are not complete until the final
“Next” button is clicked. However, once the document is transmitted to the court,
only the court can make changes or corrections.

Basics - Documents Filed In Error

The most common errors in electronic filing are:

. Posting the wrong PDF file to a docket entry

. Selecting the wrong document type from the menu

. Entering the wrong case number and not discovering the error before
completing the transaction.

The ECF system does not permit you to change the misfiled document(s) or
incorrect docket entry after the transaction has been accepted.

Contact the Clerks Office at 202-219-9657 immediately to report the error. You
will need to provide the case and document numbers for the document requiring
correction. If appropriate, the Clerk’s Office will make an entry indicating that the
document was filed in error. You will be advised if you need to re-file the
document.

Basics - How to Access the System

Attorneys can access CM/ECF via the Internet by using Netscape to go to
https://ecf.cofc.uscourts.gov. The training database is located at https://ecf-
train.cofc.uscourts.gov.
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Basics - CM/ECF User Assistance

For assistance with CM/ECF, you can contact the Court's CM/ECF User
Assistance unit between the hours of 9:00 a.m. and 5:00 p.m., Monday through
Friday. The toll free number is 866-784-6273. The local number is 202-219-
9942,

Basics - ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts

and Netscape software to perform the following functions:

. Open the Court’s web page

. View or download the most recent version of the User’s Manual

. Self-train on a web-based ECF Tutorial

. Practice entering pleadings into ECF using a "training” database that is
similar to the official live ECF database

. Electronically file pleadings and documents in actual ("live”) cases
. View official docket sheets and documents associated with cases
. View various reports for cases that were filed electronically

Basics - Hardware and Software Requirements
Filers will need the following hardware and software to file documents in the
CM/ECEF electronic filing system:

. A personal computer running a standard platform such as Windows or
Macintosh.

. A PDF-compatible word processor like Macintosh or Windows-based
versions of WordPerfect or Word.

. Internet service.

. Netscape Navigator version 4.6 or 4.7. Netscape 6 is not recommended
for use with CM/ECF. Internet Explorer is not recommended.

. Software to convert documents from a word processor format to portable

document format (PDF). Adobe Acrobat PDF Writer is recommended.
Acrobat Writer Version 3.X, 4.X and 5.0 adequately meet the CM/ECF
filing requirements.

. Adobe Acrobat Reader, which is available for free, is needed for viewing
PDF documents.
. A scanner may be necessary to create electronic images of documents

that are not in your word processing system. Note, scanning should be
used only when an electronic version cannot be created. Scanned PDF
files are considerably larger than PDF files created by electronic means.

Basics - PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login,
contact the PACER Service Center to establish an account. You may call the
PACER Service Center at (800) 676-6856 or (210) 301-6440 for information or to
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register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov.

Basics - Attorney Registration and Certification

In order to file documents electronically and to receive e-mail notices of
documents that are filed, attorneys must be admitted to practice before the Court
and must be registered to file electronically. Additionally, attorneys must pass an
on-line certification test.

Upon registration and certification, attorneys will be provided with a CM/ECF
login ID and password that will allow access to the system. The login ID and
password will also serve as the attorney’s signature for all documents that are
filed electronically. The Attorney Registration Form and Attorney Certification
test can be found on the court’s public web site at
http://www.uscfc.uscourts.gov/cmecf.htm.

Once an account has been established, your login ID and password will be sent
to you by the Office of the Clerk. Registered users can visit a training version of
the system on the Internet at https://ecf-train.cofc.uscourts.gov to practice ECF
activities. We strongly recommend that registered users practice in the “training”
ECF database before filing documents in the “live” ECF database.

Basics - Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat Reader software in order to view documents
that have been electronically filed on the system. All pleadings must be filed in
PDF format. When installing this product, please review and follow Adobe’s
directions to utilize Acrobat Reader after installation.

Basics - Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court
using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appears in its entirety and in the
proper format.

You must convert all of your documents to PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special software such as Adobe Acrobat Writer or FinePrint pdfFactory.
WordPerfect versions 9 and 10 have Acrobat Writer built-in and can also be used
to convert documents to PDF.

Basics - Limitations on Attachments

Electronic attachments shall not exceed 1M per PDF file. For documents over 50
pages, a paper copy must be provided to chambers. Additional courtesy copies
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might be required per instructions by judge. See court Rules and General Orders
for additional guidelines.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

Basics - How to View a PDF File
. Start the Adobe Acrobat program.

. Go to the File menu and choose Open.

. Click on the location and file name of the document to be viewed.

. If the designated location is correct, and the file is in PDF format, Adobe
Acrobat loads the file and displays it on the screen.

. If the displayed document is larger than the screen or consists of multiple
pages, use the scroll bars to move through the document.

. Click on the View menu for other options for viewing the displayed

document. Choose the option that is most appropriate for the document.

Basics - Scanned PDF Documents

The court recommends that scanning be used as a last resort. You should try to
create PDF documents electronically by using a PDF writing program such as
Adobe Acrobat Writer. Scanned documents are significantly larger electronically
created PDF documents.

If you need to scan a document, use the following guidelines to minimize the size
of your scanned document:

. Scan at 200 dpi resolution

. Scan as Black & White, not Color or Grayscale

. Scan to PDF format
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Basics - Creating a PDF file from Microsoft Word
These instructions are for Microsoft Word 97 or higher. A sample Word 2000

document is shown. You will need the Adobe Acrobat Writer software to create a
.PDF file.

i3l Document1 - Microsoft Word =[]
JEiIe Edit Wiew Insert Format Tools Table Window Help LI

DEEaR Yy
[c]

@3-

%I:”S?% - @7

JTimes Mew Roman = 12«

B7U|==S|EzEE 2

Huited States Court of Federal Claims

No. 99-101

E.I. DUPONT DE NEMOURS
AND COMPANY, INC.,

i Wartime cost-plus-fixed-fee
i contracts; open-ended
i indemnification clause;
i Anti-Deficiency Act;
liability
i for CERCLA costs.
versus i

Plaintiff,

!
UNITED STATES OF AMERICA, )
!
!

Defendant.
B
John MeGahren, HNewark, NJ, with whom were Minh N. Vu and E
S EER - T T o
[Page 1 Sec 1 123 [at 46" Lnts col1  [REC [TRE [ExT [ovR [ 4
. Select the File menu option
. Select the Print option (or choose the Print button )

. Change the Current Printer to the Acrobat PDF Writer)
. Click on the OK button

ot 2]

rinter

Name: | % Acrobat PDFWiter Properties |

Skakus: Idle
Tvpe: Acrobat PDF\Writer

Where: LPT1: ™ Print to file
Commenk:

age range —Copies

Al Mumber of copies: |1 E‘

e Currenk page " Selection

" Pages: | 11 v Collate
I
Enter page numbers andjor page ranges

separated by commas. For example, 1,3,5-12

200

Frint what: IDocument j Pages per sheet: |1 page vl
Print: IAII pages in range j Scale to paper size! |Mo Scaling -

Cptions. .. | " Close |
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Print to Acrobat PDFWriter (LPT1:)

2%
Prirt IDetaiIsI M ultiple Pagesl Eustnmizel Twio-Sided F'rintingl
Current Erimi['
Acrobat PO Pwriter - > Froperties

("1 Current page
1 Multiple pages |a|| j

{1 Prirt pages 1
| Selected tept

il tn:| j‘

| Dincument summary

[ Document on disk

Copies

Mumber of copies; |1 j‘

{* Collate copies
" Group copies

[ Print i reverse arder

Frint | LCloze

| Settingz v|

Status | Help

. Enter the name of the PDF file in the File Name space

. Make sure the Save As Type is PDF

. Click on the Save button

Save PDF File s

2]

j):'rji'*

hiCorel User Files
My Music

[y My Pictures
)My Webs

) QPPriv

File name:

1 Save I

Sawve az by FDF files [*.PDF)

Edit Docurment [nfo. |

I iew PDF File

“——
- Cancel |
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Basics - Creating a PDF file from WordPerfect
These instructions are for WordPerfect 8 or higher. A sample WordPerfect 9

document is shown. You will need the full version of Adobe Acrobat to create a
.PDF file.

\ WordPerfect 9 - R:"Scanners’, Test Scanning Doc.wpd (unmodifie —|& |1|
@ File Edit ‘iew Insert Formab Tools ‘Window Help =15
NEHE 2B o |yl AL |s-s-ma | DXBLHE €9

| Courier ~z ~B ru= ‘Tgble ~ 1T General~ | B W Y | B ‘Sel_ectTabIe - | S 2
-
=
1 United States Cowrt of Federal Clains
November 13, 2002
Ho. 55-101 C
E.I. DUPONT DE NEMOURS 3 Wartime cost-plus—fixed-fee
AND CCMPANY, THC.. ) contracts! open-snded
b indemnification clauses
Plaintiff, )  Anti-DeficiencyZcty liability
) for CERCLA costs.
versus 3
)
UNITED STATES OF AMERICA, )
)
Defendant. b
John Mg@ahren, Newark, NJ. with whom were Minh N. ¥u and B
Michael J. Golden, Washington, DC, for plaintiff. E
L
1] 1
Test Scanning Doc.wpd mAE &b Insert | Pgilni.32"Pos5.1"
. Select the File menu option %
. Select the Print option (or choose the Print button )

. Change the Current Printer to the Acrobat PDF Writer
. Click on the Print button
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. Enter the name of the PDF file in the File Name space

. Make sure the Save As Type is PDF

. Make sure you have selected the correct folder to save the file
. Click on the Save button

save PDF File s ed B

Save IB My Documents 9: £ B~
) adobe

| =) Carel User Files %
h‘:jr'-’ly MMusic

uﬂM‘f Pictures

ICTIMy Webs
.
& | POF filez [*.PDF] Eancel

C)QPPriv
Edit Document Info. [~ ‘Wiew POF File

File name:

Save as ty

Basics - Using Other Word Processors or PDF Writers
Contact your local support staff or vendor for instructions on using other word
processors and PDF writers not covered in this document.
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Basics - A Step-By-Step Guide

Below is a step-by-step guide for entering the system, preparing a document for
filing, filing a motion or application, and displaying a docket sheet. We suggest
that you go through the steps on the training data base before trying to actually
file a document.

Basics - How to Access the System
Users can get into the system via the Internet by going to
https://ecf.cofc.uscourts.gov

You may also go to the Court’s web site at www.uscfc.uscourts.gov and click on
the Electronic Case Filing hyperlink. Click on U.S. Court of Federal Claims link to
open the login screen and login to ECF. Users can access the Training
Database by going to https://ecf-train.cofc.uscourts.gov.

Basics - Logging In
The next screen is the login screen.

ECF/PACER Login

Notice
This is a Restricted Weh Site for Official Court Business only. Tnanthorized entry is prohibited and subject to
prosecution under Title 18 of the U.5. Code. All actrvities and access attempts are logged.

Instructions

Enter yrour ECF login and password for electronic filing capabilities. If sou do not need filing capabilities, enter srour
PACEFR. login and password. If you do not havve a PACER. login, contact the PACER. Service Center to establish an account.
Yom may register online at http fipacer pac uscourts gore or call the PACER Service Center at (800) 676-6256 or (210)
301-6440.

Anaccess fee of .07 per page, as approved by the Judicial Conference of the Tnited States at its Septerber 1998 session,
will be assessed for access to this service. Al incuiries will be charged to srour PACER, account. If sron do not need filing
capahilities, enter your PACER login and password. The Client code is provided to the PACER user as a raeans of tracking
transactions by client. This code canbe up to thirty two alphanumeric characters long.

Authertication
Login: I
Fasamword: I

client code: [

Login | Clear |
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Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive. Note: Use your ECF login and
password if you are entering the system to file a pleading or to maintain your
account. If you only wish to enter ECF to query the database for case information
or to view a document, enter you PACER login and password. Verify that you
have entered your ECF login and password correctly. If not, click on the [Clear]
button to erase the Login and Password entries and re-enter the correct
information. After you enter the correct login and password information, click on
the [Login] button to transmit your user information to the ECF system. If the
ECF system does not recognize your login and password, it will display the
following error message on a new screen.

Login failed either your login name or key is incorrect!
Click on the [Back] button in your browser and re-enter your correct login and
password.

The most common login problems are:

. You did not enter your correct login ID or password.

. You had the CAPS LOCK button on on the keyboard. CM/ECF is case
sensitive.

. You are trying to log into the TEST or TRAINING system instead of the
LIVE system.

Please note that the LIVE system background color is white. The background
color for the TEST system is light blue. The background color for the TRAINING
system is pink.

Once the Main Menu appears, choose from a list of hyperlinked options on the
top bar.

= i
[S] o ¢+ Criminal + Query + Reports + Utilities + Logout ?

US Court of Federal Claims
United States Court of Federal Claims

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may used this file to alert users to cwrrvent CM/ECF operational issues.

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are
subject to Federal Rule of Civil Procedure 11, Bvidence of unauthorized or criminal activity will be forwarded to the
lrpprapriate law enforcement afficials.
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Note: The date you last logged into the system appears at the bottom left corner
of this screen. You should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the
court’s Help Desk as soon as possible.

Last logine 12-06-2002 08:54

2 4Sepiomber2 002

Basics - Selecting ECF Features
ECF provides the following features that are accessible from the Blue menu bar
at the top of the opening screen.

Civil- Select Civil to electronically file all civil case pleadings, motions, and other
court documents.

Criminal- The Criminal portions of CM/ECF have been deactivated for the Court
of Federal Claims.

Query- Query ECF by specific case number, party name, or nature of suit to
retrieve documents that are relevant to the case. You must login to PACER
before you can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

Utilities- View your personal ECF transaction log and maintain personal ECF
account information in the Utilities area of ECF.

Logout- Allows you to exit from ECF and prevents further filing with your
password until the next time you log in.
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Civil

Registered filers will use the Civil feature of ECF to electronically self-file and
docket with the Court a variety of pleadings and other documents for civil cases.
See the list of ECF documents at the back of this manual. This section of the
manual describes the basic steps that you need to take in order to file a single
motion with the Court. The process is consistent regardless of the event.

Civil - Filing a Civil Complaint

The Court will not accept complaints filed electronically. Complaints must be filed
in the traditional manner. If the case meets the criteria for electronic filing, the
Clerk’s Office will scan the complaint, open the case as an ECF case, and notify
all parties.

Civil - Filing Documents for Civil Cases

There are eight basic steps involved in filing a document:

Select the type of document to file (see Attorney Event Menu);
Enter the case number in which the document is to be filed;
Designate the party(s) filing the document;

Specify the PDF file name and location for the document to be filed.
Add attachments, if any, to the document being filed.

Modify docket text as necessary

Submit the pleading to ECF

Receive notification of electronic filing

NN~

After successfully logging into ECF, follow these steps to file a pleading.

1. Select the type of document to file
Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event

= =3
3] Civili » Criminal + Query + Reports + Utilites + Logout '9_

window opens displaying all of the events from which you may choose for your
filing. This section of the User's Manual describes the process for filing a Motion
in ECF. The process is similar for filing other pleadings in ECF.

Click on Motions, under Motions and Related Filings

CM/ECF User Manual for Attorneys 18 March 10, 2003



EE F « Criminal + Query + Reports + Utilities + Logout

Civil Events
Initial Pleadings and Service Vaccine Events Congressional Reference Events
Service of Process WVaccine Eesponses Filings
Answers to Complaints Other Vaccine Documents
Other Answers WVaccine IMotions

Other Vaccine Events/Tudaments

Motions and Related Filings
Iotions
Eesponses and Beplies

Other Filings
ADE Documents
Discovery Documents
Natices
Trial Documents

Appeal Documents
Other Documents

The Motions screen appears and displays a motion selection field with a scroll
bar next to it. Scroll through the menu until you find the type of motion or
application you wish to file.

Motions

Entry of Default |
Exceed Page Limit

Expedite

Extension of Time to Amend —

Extension of Time to Complete Discavery
Extension of Time ta File Answer

Extension of Time to File Document/Motion
‘Extension of Time to File Response/Reply

MNex| Clear Ik

For demonstration purposes, highlight Extension of Time to File/Reply and click
on [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and
click on each of the desired multiple forms of relief.
2. Enter the case number in which the document is to be filed

A new Motions screen opens with a Case Number field. Enter the number of the
case for which you are filing a motion and click on [Next].
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. If the number is entered incorrectly, click _Elear | to re-enter. If the
computer prompts that you entered an invalid case number, click on

Back |t re-enter.
. When the case number is correct, click on _Mext

Ciwvil = Criminal . Query = Reports

Case Number

Il 00-12345, 1:.99-cw-12345, 1-99-ow-12345, 990w 12345, or 1:99ev1 2345

Ney-dl Clear |

3. Designate the party(s) filing the document

Highlight the name of the party or parties for whom you are filing the motion. If
you represent all defendants or all plaintiffs you may select the entire group by
holding down the control key while pointing and clicking on each party of the

group.

Criminal * Query

0:01-cw-00002-ETD Mountam v, TTS4

Select the filer.

Select the Party:

bdountain, Maurice [Flaintifi] AddiCreate Wew Party
kdountain, kMaurice [Counter Defendant)

USA, [Defendant]

USA, [Counter Claimant]

MeExt Clear |

After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, see the section of this manual titled
Add/Create New Party.
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4. Specify the PDF file name and location for the document to be filed

ECF accepts the party or parties you selected and refreshes the screen to
display a new Motions screen depicted below. ECF displays a field for locating
and entering the PDF file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading
when prompted by the system. All documents that you intend to file in ECF
MUST reside in PDF format. Otherwise, ECF will not accept the document and
users will be unable to retrieve and read your document from within ECF.

Civil - Criminal + Query

00 1-cy-00002-EJD Mountain v, USA

=elect the pdf document (for example: CA19%cw201-21 pdE).
Filename

I Browse... |

Attachments to Document: & Mo © Yes

I et Clear |

. Click on the [Browse] button. ECF opens the following screen.
Look jrc | 9 PDF Files 5] emerE-
File narme: I j Ewn I
Files of ype: |HTML Files = Cancel |
v
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Change the Files of type from Fies o = [HTML Files |

to: Files of type: I.-“-‘-.II Files [*.7) j

. Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

. Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse

click on the highlighted file name to open a quick menu and left mouse click on

[open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF

document that you selected. You should view it to verify that it is the correct

document.

File Upload

Lok jn: |_; FDF Files x| «

Select

Print !

Sican For Yiruses. ..

. Once you have verified the document is correct, close Adobe Acrobat and
click on the [Open] button. ECF closes the File Upload screen and inserts
the PDF file name and location in the Motions screen.

. Criminal « Query

0:01-w-00002-ETD Mountain v. T34

=elect the pdf document (for example: CA185%cv501-21 pdb).

Filename

IC:\PDF Files%02-01427. pdf

Attachments to Docoment: & Mo © Tes

Mext | Clear |
. If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, "Modifying Docket Text,... to proceed with
your filing.
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. If you have Attachments to your motion, you will select [Yes] on the
screen depicted

above. Click on [Next] and proceed to the first step in Section 5, "Adding

Attachments to Documents Being Filed....

In the event you selected and highlighted a file that is not in PDF format, ECF will

display the following error message after you click on the [Next] button.

Civil + Criminal + Query + Reports

0:01-cw-00002-EID Mountain v TTSA

[EEE.OE. Document is not a well-formed PDF document (ho farther information i avalable).

Back |
. ECF will not permit you to select a file for your pleading that is not in PDF
format.
. Click on the [Back] button and ECF will return to the Motions screen.

Select and highlight the PDF file of your pleading and proceed as before.

Failure to Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the
error message depicted below.

ecf-test.cofc.circfc.don - [Javaﬁcﬁ ﬂ

. If you click [OK] from the screen depicted above ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.

Every motion will have a different series of screens depending on the type of
motion. For a Motion for Extension of Time to File/Reply, you will see:
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~BECF i - wwa - | ZECF o -

Motions Motions
0:01-cw-00002-EID Mountain v US4 0:01-cv-00002-EJD Mountain v. US4

Select document whose deadlines are to be extended.

[Response Deadline
I~ Refer to existing event(s)%

[Date 12/23/2002

Filed | to |
Documents to iMext Clear
Mext Clear

Enter data as appropriate to the motion you selected. Click [Next] to move to the
next screens.

5. Add attachments to documents being filed
If you acknowledged the need to attach documents to your motion during the

previous step, a new Motions screen appears.

= o
8] Civil + Criminal + Query + Reports « Utllities « Logout _
it

Motions
0:01 -cv-00002-ETD Ilountain . (154

Select one or more attachmenis.
1 Enter the pdf docurment that containg attachaent (for exarnple: Clappendix pdf).
Filename
| Browse... |
23 &t your option, select a docurnent type andior exter s description.
Type Description
| =l
33 &dd the filename to the list box below. If you have more attachments, g0 back to Step 1. When the list of fllenarmes is complete, click on the Next button.
= Add to List |
j Femove from List I
Hext
. Click on [Browse] to search for the document file name of the attachment.
. Next to the field for attachment Type, click on the arrow and ECF opens a
pulldown screen. Highlight the type of attachment from the displayed
selection.
. To describe the attachment more fully, click in the Description box and

type a clear and concise description of the attachment.
. Click on [Add to List].
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ECF adds the selected document as an attachment to the pleading. A new
Motions screen opens to display the file name of the newly attached document.

. Repeat the sequence for each additional attachment.
. After adding all of the desired PDF documents as attachments, click on
[Next].

Limitations on Attachments

Electronic attachments shall not exceed 1M per PDF file. For documents over 50
pages, a paper copy must be provided to chambers. Additional courtesy copies
might be required per instructions by judge. See court Rules and General Orders
for additional guidelines.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

6. Modify docket text
Click on the button shown here to open a modifier drop-down list. Select a
modifier if appropriate.

Ciwil + Criminal + CQuery + Reports «  Utilities

0:01-cv-00002-EJD MWountain v T34

Docket Text: Modify as Appropriate.
I 'l MOTION for Extension of Time to File Response/Reply
I by USA . Response due by 12/23/2002 (Lot, INoah)

M Clear |

Click in the open text area to type additional text for the description of the
pleading. Keep in mind that this text appears on the docket sheet, so you must
exercise good professional judgment here.

7. Submit the pleading

. Click on the [Next] button. A new Motions window appears with the
complete text for the docket report.
. Review the docket text and correct any errors. If you need to modify data

on a previous screen, click the button on the Netscape toolbar to find the
screen you wish to alter.
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Civil + Criminal + Query + Reports « Utilities

0:01-cv-00002-EID Mountain v, TE4A

Docket Text: Final Text

MOTION for Extension of Time to File Response/Reply by USA. Response due by
12/23/2002 (Lot, Noah)

Attention!! Pressmg the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify tlhis transaction if you continue.

Clear |

. Click on the [Next] button to file and docket the pleading.

Note: The screen above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

This is your last chance to cancel this docket entry before making it permanent.
Clicking on Next will docket this entry on the docket sheet.

At any time prior to this step, you can abort the ECF filing or return to previous

screens by:

. clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just
selected.

. clicking on the Web Browser [Back] button until you return to the desired
screen.

8. Notice of Electronic Filing
ECF opens a new Motions window displaying an ECF filing receipt.
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EE F + Criminal + Query + Reports + Utilities + Logout

Motions
0:01-cv-00002-EID B cuntain v, 1154

US Court of Federal Claims
United States Court of Federal Claims
Hotice of Electronic Filing

The following transaction was recefved fror Lot, Moah entered on 120672002 at 11:53 AN EST and filed on 126652002
Case Name: Nlountain v, 54

Case Number: 0012

Filer: JIETN

Document Number: 36

Docket Text:
MOTION for Extension of Time to File Response/Reply by USA. Response due by 1202302002 (Lot, Noah)

The following docurnent(s) are associated with this transaction:

Document description:[vlain Document

Original filename:nfa

Electronic document Stamp:

[ST AP doecfStaran TN=102821 4411 Miate=1 20600071 Filshmher= 5329501

. The screen depicted above provides confirmation that ECF has registered

your transaction and the pleading is now an official court document. It also
displays the date and time of your transaction and the number that was

assigned to your document. You should note this number on the
document’s PDF file.
. Select [Print] on the Netscape Toolbar to print the document receipt.

. Select [File] on the Netscape menu bar, and choose Save Frame As from

the drop-down window to save the receipt to a file on the hard drive of
your computer.

. ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail

addresses to the Court. The ECF filing report also displays the names and
addresses of individuals who will not be electronically notified of the filing.

At the bottom of the Notice of Electronic Filing screen, you will see who the
notice was electronically mailed to.

0:01-¢y-2 Notice will be electronically mailed to:

Caroline &spen cfc atty@hotmail.coml

0:01-¢yv-2 Notice will not be electronically mailed to:

Tncle Sam

Zivil Litigation Branch
Departrnent of Tustice
1100 L Street, FW
Washingten, DC 20001
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Civil - E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of
Electronic Filing to the designated attorneys and parties who have supplied their
E-mail addresses to the Court. Individuals who receive electronic notification of
the filing are permitted one "free look” at the document by clicking on the
associated hyperlinked document number embedded in the Notice of Electronic
Filing. The filer is permitted one free look at the document to verify that the
pleading was properly docketed. The Court strongly urges you to copy the Notice
of Electronic Filing and pleading documents to your hard-drive for future access.
Subsequent retrieval of the case docket sheet and pleading from CM/ECF must
be made through your PACER account and is subject to regular PACER fees.
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Civil - Add/Create a New Party

In rare cases you may need to add a party to the ECF system. If the party you
represent is not listed in the "Select a Party” screen, click on Add/Create New
Party. The screen depicted below will appear.

Search for a party

LastBusiness name |

Search | Clearl

You must first perform a search to see if your party is already entered on the
ECF system. Type the first few letters of the party’s last name for an individual,
or the first few letters of the company name. Click [Search].

If a match is found, ECF will display a list of party names. If the name of the party
you represent appears in the list, click on it and then click [Select name from
list]. Review the party information and select the party’s role in this filing. Click
[Submit].

EEC F +  Criminal

Search for a party

Last/Business name ||
Search | Clear |

[Party search results
Sith, Don .[
Smith, Joe

Smith, Tom

[ |

Select name from list Create new pary
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If a match is not found, or your party does not appear in the list, click [Create
new party]. ECF displays the following screen.

EE F +  Criminal + Query + Reports +  Utilities

[Party Information

D on Siath

Role IPIaintiﬁ(pIa:pty) j Pro se Iﬂ
Office |$ome Office] Address 1 [123 Main Street
Address 2 | Address 3 |
City [vashington State [pc Zip [zooos
County I_L, Country |Uzi
Phone Im Fax Im
E-mail |$wichDBSomeoffice. com
Party text |
Start date M
Submit | Cancel | Clearl
. For a company, enter the entire company name in the Last Name field.
Choose the appropriate Role from the drop down list. Click [Submit].
. For an individual, fill out the Last Name, First Name, Middle Name,

Generation and Title fields as appropriate. Choose the appropriate Role
from the drop down list. Click [Submit].
. Leave all other fields blank.

Civil - Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be "linked” to their related
documents in the case. When filing these and certain other types of documents
you will be presented with the following screen.

[~ Refer to eust‘mgﬂ

Filed I to I

Documents I to I

An "event” in CM/ECF is anything that has been filed in a case. To link the
document you are currently filing to a previously filed document, check the box in
front of "Refer to existing event(s)?” and click [Next].
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Other Documents

Select the calegory io whick your evenl relales.

1yn -
adr
answer

appeal
appeakor
charge-cr

Nl

cmp
detention-cr
discov =

Filed | to |

Documents I to I

Mext | Clear |

This screen requires that you filter the list of documents in the case by the type of
document that you want to link to. The type list appears in alphabetical order.
Document types in this list are the same as the types listed in the main filing
menu. For example, to link to a Brief, you would choose the type "Oth_Doc”
because Brief appears in the "Other Documents” section of the main menu. You
must choose a type on this screen. You also have the option of entering filed
dates or document numbers if you would like to further narrow your search.

Once you select the type of document and click [Next] you are presented with a
list of documents that match your search criteria. For this example we have
selected Motion as the type.

EE F Civil +» Criminal + Query =+ Reports + Utllities +« Logout

Other Orders
0:01-ew-00002-EJD B ountain w TTEA

Select the appropriate event(s) fo which powr event relates:

[T 102172002 6  MOTION for Fxtension of Time until 117202 to File response to motion for sunsnary judgment by US4 Service:
9/30/02. Response due by 1172002 (Berry, AddD)  (Terminafed)

O 105212002 7 MOTION for Extension of Time watil 117502 to File by Mavrice Llountain Service: 1072002, Response due by
112002 (Betry, Addl) (Terminated)

[ 102272002 8  MOTION for Leave to File Supplemental Brief by USA Service: 10/22/002. Response due by 11582002 (Betty,
Addl Terminated)

Click the checkbox for the document you wish to link to and click [Next].
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Query

Registered participants should use this feature to query the Electronic Case
Filing (ECF) system for specific case information. To enter the Query mode, click
on Query from the Blue menu bar of ECF.

EE F Civil » Criminal + { Query ) » Reports « Utilites + Logout

ECF opens the PACER Login screen. You must enter your PACER login and
password before ECF permits you to query the ECF database.

EE F Civil « Criminal + Query =+ Reports +  Utilities

PACER Login

Notice
Thiz is 2 Restricted Weh Site for Official Cowrt Business ordy. Unauthorized entry is prohibited subject to prosecution
under Title 12 of the U5, Code. &1 actrvities and access atterngpts are logged.

Instructions

Enter wour ECF login and password for electronde filing capabilities. If yon do not need filing capabilities, enter ywour
PLCER. login and password. If vou do not have a PACER. login, contact the PACER. Service Center to establish an account.
Yom may register online at httpifpacer pac usconrts. zov or call the PACER. Service Clenter at (200) 676-6538 or (210)
301-6440.

Lin access fee of $.07 per page, as approved by the Judicial Conference of the United States at its Septerdher 1998 session,
will be assessed for access to this service. &t that tire all inguities will be charged to your PACER. account. If you do not
need filing capahbilities, enter wour PACER. login and password. The Client eode is provided to the PACER. uzer as 4 means
of tracking transactions by elient. This code can be up to thirty two alpharmeric characters long.

Austhentication
Lagin: I
Fazanord: I

Client code: |

Note: Your PACER login and password are different from your ECF login and
password. You must have a PACER account in order to retrieve, view, and print
certain documents. You will be charged the standard PACER fee to access
documents, docket sheets, etc. from ECF. After you enter your PACER login
and password, ECF opens a Query data entry screen as depicted below.
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If you know the number that the Court has assigned to the case, enter it in the
Case Number field and click on the [Run Query] button. ECF opens the query
screen depicted in Figure B on the next page.

EE F Civil +  Criminal + Query + Reports +  Utilities

Query

Search Clues

Casze Mumber I (Examples: 99-500, 1:92 cw500)

or search by
Filed Date | to |
Last Entry [rate | to |

O (zero) ﬂ

Naturs of Suit
e o =UR 00 (Contract - Construction (COAR

A0Z (Contract - Fail to Award (C0AT LI
ot gearch by
Last Mame I— (Examples: Desoto, Des™f)
First Name | Middle Mame [
Run Queny | Clearl

You may query the ECF database by the name of a party or an attorney to the
case. Enter the last name of the party in the appropriate field. If more than one
person with that name is in the database, ECF returns a screen from which to
select the correct name. If you click on the name of the party, ECF will open the
query screen depicted in Figure B. If the individual is a party to more than one
case, ECF will open a screen listing all of the party’s cases (Figure A). Click on
the case number hyperlink and ECF opens the query screen depicted in Figure
B.

Figure A
o
EECF « Criminal +« Query + Reports « Utlites + Logout ?

Select A Case

This personis a party in 5 cases.

0:98-cv-00555-EID  WDC v TUSA filed 10/03/98

0:01-cv-00005-EI  WDC filed 10/30/02
0:01-cv-00007-ELF  WDC filed 10/30/02
0:01-cw-00008-ECH WDC filed 10/30/02

1:01-cv-00020-JPW WDCwv USA filed 11/277/02
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After querying the database by case number, name, or nature of suit, ECF opens
the Query window for the specific case you selected. See Figure B.

You may also query a case by the nature of suit. You must enter a range for
either the filed date or the last entry date in order for the query to run. To search
for all cases of a certain type, use the date 1/1/1970 as the "beginning of time."
When you run the query, if there is more than one case that meet those criteria,
you will get a screen similar to the one in Figure A, but listing multiple case
numbers.

Figure B

EE F Civil +  Criminal + Query + Reports +  Utilities

0:01-cv-00006-EJD “Walden v. TSA
Edward I Darich, presiding
Date filed: 10/20/2002 Date of last filimg: 10/18/2002

Query
Aliag
Agzonated Cases
Attorney
Case Summary
Deadlines/Hearings. ..
Docket Eeport
Filers
Historw'Documents. ..
Party
Eelated Transactions. ..
Status

At the top of the window, ECF displays the case number, parties to the case,
presiding Judge, date that the initial claim was filed, and date of last filing for the
case. You may choose specific case information from a large list of query options
by clicking on the appropriate hyperlinked name on the screen. The following
paragraphs describe several of the available case-specific query options.
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Query - Attorney
This query displays the names, addresses, and telephone numbers of the
attorneys who represent each of the parties to the case.

EE F Civil +  Criminal + Query + Reports +  Utilities « Logout

0:01-cv-00006-EJD Walden v. TTSA
Edward J. Darnich, presiding
Date filed: 10/20/2002 Date of last filmg: 10/18/2002

Attorneys

Uncle Sam representing pty  USA

Cril Litigation Branch {Defendant)
Department of Justice

1100 L Street, JW

Washington, DC 20001

202-555-5555

Assigned: IV2NW2002

LEAD ATTORNEY

ATTORNEY TO BE NOTICED

Query - Case Summary
This query provides a summary of current case-specific information as
represented below.

EE F Civil +« Criminal + Query + Reports + Utilities + Logout

0:01-cv-00006-EJD Walden v TS A
Edward J. Damich, presiding
Date filed: 10/20/2002 Date of last filmg: 10/13/2002

Case Summary

Office: 0 Filed: 10/20/2002
Jury Demand: Mone Demand: £24000
Nature of Suit: 210 Jurisdiction: 1.3, Government Defendant
Cause: 281451 Tucker Disposition:
Act
County: Mone Terminated:
Onigin: 1 Reopened:
Lead Case: Heone
Related Case(s): Meone Other Comrt Case(s): MNeone

Party 1: Iris Walden  (Plaintiff)

Query - Deadlines/Hearings

This query produces a screen that allows you to query the database by various
means to obtain hearing and other schedule deadlines. If you query as illustrated
below, ECF opens the Deadline/Hearings screen depicted on the next page.
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Deadlines/Hearings

Sort by IDue!Set s

Run Query | Clear |

After the window opens, if you click on a document number, ECF will display the
actual Scheduling Order for the conference or hearing.

i
Civil + Criminal +« Query + Reports + Utilities + Logout ?
E

0:01-¢v-00006-EJD Walden v US4
Edward J. Damich, presiding
Date filed: 10/20/2002 Drate of last filmg: 10/18/2002

Deadlines/Hearings
Doc. Deadline/Hearing F\.'e-nt Due/Set |Satisfied|Terminated
No. = Filed

1 @ Answer Deadline |10/18/2002 [12/17/2002

If you click on the button to the left of the Deadline/Hearing title, ECF will display
the docket information and related docketing entries for the hearing that you
selected.

Query - Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as
depicted below.

CM/ECF User Manual for Attorneys 36 March 10, 2003



EECF Civil « Criminal

Docket Sheet

Case nunber ||

@ Filed I
C Entered

Docwuments I to I

W Tnclude terminated parties
I Include links to MNotice of Electronic Filing
W Include List of Parties and Counsel

Sort by | Oldest date first =l

tul

Run Report | Clear |

You may select a date range for your docketing report as well as a range of
docketing numbers. If you leave the range fields blank, ECF will default to print
the entire docketing report. Place a checkmark in the box to Include links to
Notice of Electronic Filing if you wish to view them from the docket sheet. After
you have selected the parameters for your report, click on the [Run Report]
button. ECF will run your custom docketing report and display it in a window as
depicted.

EECF Civil + Criminal « Query + Reports + Utilities + Logout

US Court of Federal Claims
Tnited States Court of Federal Clams
CIVIL DOCKET FOR CASE #: 0:01-cv-00006-EJD

Walden v. U3A Date Filed: 10/20/02

Assigned to: Chief Tudge Edward . Damdch Tuty Dematud: Mone
Referred to: Nature of Suit: 210 Tax - Income, Cotporate
Demand: $24000 Tutisdiction: 1.3, Government Defendant

Lead Docket: None
Related Cases: Hone

Cage in other cowtt: None
Cause: 28:1491 Tucker Act

Plaintiff

Iris Walden represented by Iris Walden
251 Junipet Road
Concord, MA 01702
617-390-8588

The document numbers in the middle column are hyperlinks to PDF files of the
actual documents. Place your pointer on the button next to the document number
and click to display the Electronic Notification Report for the document.

CM/ECF User Manual for Attorneys 37 March 10, 2003



Filing Date #

Docket Text

1172772002 @ COMPLAINT against USA (ARM) ( Filing fee $150, Receipt mumber 1234), filed by WDC Answer Due by
172602003, (Attachments: # | Civil Cover Sheef)Berry, Addl) (Entered: 11/27/2002)

Query - History/Documents
This selection queries the database for case event history and documents
associated with the case. After you click on the History/Documents hyperlink,
ECF opens the screen depicted below. You may select the sort order for the
query report and choose to exhibit all events or only those with documents
attached. ECF also offers you the option to display the docket

text in the report.

History/Documents

™ Display docket text

" Only events with documenis

SnrtbleIdestdate first

Run Query | Clear |

=

After making your selections, click on the [Run Query] button. ECF queries the
database and builds your report. The figure below depicts a portion of a
History/Documents report. This particular report lists all of the events and
documents associated with the case in reverse chronological order. It also
displays the docketing text for all docketed events.

SECF

Criminal + Query + Reports

0:01-cv-00001-EJD WDC v Usa
Edvwrard J. Damich, presiding
Date filed: 05/30/2002 Date of last filing: 11/26/2002

utilities

Logout

History
Doc. - Privaie| Type |Docket
No. Dates Description Frent | Subtype |PartID
1 |RFlled & Bnfered: 02/30/2002 D Complaint cmp o
cinp
2 |Riled & Entered: 09/10/2002 |3 Dieseription not aveailable motion |11
dismlj
3 |Filed & Bntered: 09/25/2002 |3 Ilation for Summary Judgment motion |13
Terminated: 11,/06/2002 SUHj g

4 |Filed & Ewfered: 092572002

3 Response to Motion

respm
rESpONSE

5 |Piled & Butered: 09/25/2002

¢ Reply to Response to Motion

respm
reply
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You may view a PDF file of actual documents by clicking on the document
number in the far-left column of the onscreen report.

Other Queries

The process for selecting and running other queries in the Query feature of ECF
is similar to what has been described above.
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Reports

The Reports feature of ECF provides the user with several report options. After
selecting the Reports feature from the Blue menu bar, ECF opens the Reports
screen depicted below.

z +«  Criminal . uer +« { Reports
SECF uery - Rep

Reports

Docket Sheet  Civil Reports  Civil and Criminal Reports
il Cases Calendar Events

If you select Civil Cases or Docket Sheet from the screen depicted above, ECF

will ask you to login to PACER. You may view Court Calendar Events for a case
without logging into PACER.

Report - Docket Sheet

Click on the Docket Sheet hyperlink in the figure above and ECF opens the
PACER login screen.

Enter your PACER login and password. Click on the [Login] button and ECF will
open the Docket Sheet report query window depicted below.

z Civil +  Criminal
GcECF

Docket Sheet

Case number ||

& Filed I I
 Entered to

Documents to I

¥ Inchide terminated parties
™ Inchude tinks to Motice of Electronic Filing
¥ Inchude List of Parties and Counsel

Sort by | Oldest date first -

Run Report | Clear |

This is the same query window that ECF displayed when you selected Docket
Report from the Query feature. Enter the case number for your docket sheet in
the Case Number field. Select parameters for the remainder of the data entry
fields and click on the [Run Report] button. ECF will display a full docket sheet
for the case you selected. See the Query feature section of this manual for a
depiction of a partial docket sheet report. If you do not need a complete docket
sheet, you can narrow the query using the date filed/entered fields. ECF also
offers various sorting options from the Docket Sheet query screen.
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Report - Civil Cases

The Civil Cases report provides you with the flexibility to query the ECF database
to locate cases electronically filed within a specific date range, or by Nature of
Suit and Cause Code. When you click on the Civil Cases hyperlink, ECF
displays a query screen as depicted here.

EE F Civil » Criminal + Query « Reports « Utilities + Logout

Civil Cases Report

Case Nature Case
Office |COFC ype | Civil of suit () (zarn) flags |pDR
;l Congressional Reference ;l 100 (Contract - Construct.) ;l APPEAL j

Filed [12/4/2002 w (127112002

Terminaldigits)] | 2,47 gﬁf;’lﬁﬁl

Sorthy |Case Number =] | =l =l
Run Report | Clear |

Note: If you are not logged into PACER, ECF will display the PACER login
screen. Login to PACER and ECF will open the Civil Cases Report screen.

Enter the range of case filing dates for your report and select a Nature of Suit or
Cause Code, if you wish to narrow your search. If you leave all fields blank, ECF
will display a report for all cases opened in ECF. This picture depicts part of a
report of all test cases filed in ECF from 11/08/2002 to 12/09/2002.

Civil » Criminal + Query + Reports « Utilities + Logout

Civil Cases Report
US Court of Federal Claims -- United States Court of Federal Claims
Filed Report Period: 11/08/2002 - 12/09,/2002

Entered Report Period: 11/08/2002 - 12/09/2002

Case Number! Il;trﬁfnﬂ::.fj Date Closed/ | Days Notes
Title ided Reclosed |Pending

0:02-c-00012-EJD Filed: 1111302002 27 Cause: 28:1491 Tucker &ct

vle, Ilselfand I+ US4 NS Comtract - Lease (CDA)
FProsider: Edward J. Darnich
Wy demand: None

0:02-zv-00014-EID Filed: 110182002 22 Cause: 28:1491 Tucker et

Pearlw. US4 NOS: Contract - MWMaintenance
FPresider: Edward J. Darnich
Referral: Erly C. Hewitt
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The far-left column of the Cases Filed report contains hyperlinked case numbers.
If you click on a particular case number, ECF opens the Docket Sheet report
window from which you can retrieve the docket sheet for the selected case.
Follow the instructions in the previous section for a Docket Sheet report.
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Utilities
The Utilities menu provides the means for registered users to maintain their
account in ECF and to view all of their ECF transactions.

EECF Civil + Criminal + Query + Reports « Utilities )+ Logout

Ttlities
Your Account Links
Mamtam ¥our Account TSCEC Rules (FDEF)

View Your Transaction Los  TTSCFC Home Page
Change Your PACER Login ~ Court of Appeals for the Federal Cirout
CMWUECE Eesources

Miscellaneous
Legal Besearch .

Verfy a Document

Utilities - Your Account

This section of the Utilities feature provides you the capability to maintain certain
aspects of your ECF account with the Court and to view a log of all your
transactions within ECF.

Utilities - Maintain Your Account
Click on the Maintain Your Account hyperlink to open the Maintain User
Account information screen.

Mlairaain User Accourd
Lasiname | Frstnare |
Naddlemame T Caeration [
Cader [Mae = ATY Type [l |
b T — Type aty
Bar Number
fice |
Address1 |
Address? |
Address3 |
o OO State b —
Courdry T Conroy I YI
Pune [ Fax [
ilials nl  DOB A code End daie
Ciilref siyle I 'I Crimninal ref siyde I 'I
Matesworn [ Status I =1
Emall itmation... | Hore wser Wbmatin.. |
Slbmltl Clearl

This screen displays all of the registration information that is contained within the
ECF database for your account with the Court. This includes Bar Identification
and Bar status. DO NOT CHANGE YOUR MAILING ADDRESS. CONTACT THE
CLERK'S OFFICE TO REQUEST A CHANGE OF ADDRESS .
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Clicking on the [E-mail information] button opens the following screen.

EE F Civil + Criminal + Query

E-nail ind cxrnatiom for Neah Lot

Foimary ennadl aldress I_I _I:
4 L2

Send thenotice spedfied helow
|7 to Ty primnary eTnail address

[ to these additinnal sddresses o _>|:I

¥ Sendmotices in cases imubich T amn irwehved

[ Sendnetices infhese additional cases A[
=

% Send aneticefor eadh filing
" Send a Daily Summary Report

E oes o Tl fermat for Netscape or ISF erail senice

e et Fooomead for o Mladl, GroupWise, ofher email service

Rt 0 Acconnticren I Chkar I

ECF will E-mail to parties their Notices of Electronic Filing based upon the
information entered in this screen. Perform the following steps to enter additional
email addresses for individuals that you wish ECF to notify regarding new case
pleadings and documents.

. From the screen depicted in Figure 31A, enter a check mark by clicking on
the box to the left of the line, which reads "to these additional
addresses....

. Enter the e-mail addresses of those individuals you wish to notify

concerning ECF activity. This data entry field has a capacity of 250
characters for approximately ten E-mail addresses.

. Stipulate the format of the ECF notices by selecting your choice from the
bottom of the screen.
. If you wish to enter completely new information about your account, use

the [Clear] button to clear the fields on this screen.

After updating your account information, click on the [Return to Account
screen] button to return to your Maintain User Account screen (Figure 30).

To edit or view login information about your account, select the button labeled

More user information, from the Maintain User Account screen. ECF opens the
screen depicted below.
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EE F Civil + Criminal « CQuery + Reports

More User Information for Noah Lot

Login |NoahL-:-t Lastlogm 12-0%-2002 0249

Password I****”***** Cwirent login  12-0%-2002 05949
Puid 10 Create date 0%/12/2002
Registered T Update date  10/08/2002

Groups Attorney

Return to Account screen | Clear |

This screen displays user login information and provides the means to change
your ECF password. Notice that ECF displays a string of asterisks in the
Password field. To change your ECF password, place your cursor in the
Password field and delete the asterisks. Type in your new password. ECF
displays the actual characters of your new password as you type. When you
have completed your interface with ECF from this screen, click on the [Return to
Account screen] button to reopen the Maintain User Account screen. When you
are satisfied that all of your account information is accurate and up-to-date, click
on the [Submit] button at the bottom of the Maintain User Account screen to
submit your changes to ECF. ECF will notify you onscreen that your updates
were accepted. If you changed passwords, you may begin using the new
password during your next ECF session.

Utilities - View Your Transaction Log

This feature, allows you to review all transactions ECF has processed with your
login and password. If you believe or suspect someone is using your login and
password without your permission, change your password immediately, then
telephone the Court’s Help Desk as soon as possible.

From the Utilities screen, click on the [View your Transaction Log] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays a report of all your transactions in ECF within the
date range you specified for Date Selection Criteria. See figure below for a
sample transaction log report.
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= )
8] Civil » Criminal + Query + Reports « [Utilities + Logout ?

Transaction Log
Report Period: 01/01/1996 - 12/09/2002
Id Date Case Number Text

MOTION for Attorney Fees by Me, Wyself and I Response due by
12/19/2002 (Lot, Hoah)

JOINT WMOTION to Proceed with Trial and to schedule a pretrial schedule
by e, Iyself and I (Lot, Moah)

JOINT MOTION to Schedule an Early MNeutral Evaluation (ENE) by Ie,
Myself and T (Lot, Moah)

JOINT MOTION to Schedule Post-Discovery mediation meeting by hfe,
Wlyzelf and I (Lot, MNoah)

JOINT MOTION for a Stay of Proceedings pending further discussion with
the ADE judge by Me, Myself and L (Lot, Ioak)

JOINT MOTION for a Stay of Pre-Tral Proceedings pending further
discussion with the ADE judge by We, Myself and T (Lot, Moah)

MOTION to Alter or Amend JTudgment pursuant to Eule 59(g) by e,
Wlyzelf and I (Lot, Noah)

125833 12/02/2002 11:2443  0-02-cv-12

125834 12/02/2002 112535 0-02-cw-12

125835 12/02/2002 11:26:05  0-02-cw-12

125836 12/02/2002 11:26:32 0-02-cw-12

125837 12/02/2002 112708 0-02-cw-12

12583% 12/02/2002 11:2843  0-02-cw-12

125842 12/02/2002 11:28:25  0-02-cv-12

Use this feature of ECF to review your transactions and to verify that:

. all of the transactions you entered are reflected in the Transaction Log

. no unauthorized individuals have entered transactions into ECF using your
login name and password.

Utilities - Legal Research

When you click on the Legal Research hyperlink from the Miscellaneous screen,
ECF opens a new screen that contains hyperlinks to a Law Dictionary, a Medical
Dictionary, and Westlaw via the Internet.

Utilities - Verify a Document

Select the Verify a Document hyperlink to open a query screen and enter data in
the screen fields to locate a particular document attached to a specific case
number.

Utilities - Links

There are several useful links to websites or documents of interest:

. USCFC Rules (PDF) - This document links to the court’s rules

. USCFC Home Page - This link goes to the U.S. Court of Federal Claim’s
public website

. Court of Appeals for the Federal Circuit - This link goes to the U.S. Court
of Appeals for the Federal Circuit’s public website.

. CM/ECF Resources - This link goes to the U.S. Court of Federal Claim’s
CM/ECF website page.
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Logout
After you have completed all of your transactions for a particular session in ECF,
you should exit from the system.

= =Y
5] Civil +« Criminal + Query + Reports « Utilities + Logout o_

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out
of the system and return you to the main CM/ECF login screen.
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Appendix One - Adobe Acrobat and Fonts

Adobe Acrobat 5.0 was tested for its ability to maintain font integrity through
conversions to PDF of documents created in WordPerfect version 8 and
Microsoft Word 97. All of the 32 fonts tested were done with a 12 point size. The
results show that while characteristics of some fonts were lost in the conversion
(e.g., appeared smaller), every font conversion produced legible results and none
produced a problem with either character spacing or character overlap
(superimposition).

Fonts that maintained integrity in the conversion from WordPerfect 8 to

PDF

Albertus Extra Bold

Courier New

Albertus Medium Bold

Haettenschweiler

Antique Olive Impact
Arial Letter Gothic
Arial Black Letter Gothic MT

Arial Narrow Book Antiqua

Line Printer

Bookman

Old Style Marigold

Century Gothic

Modern

Century Schoolbook Symbol (2 styles)
CG Omega Tahoma
CG Times Times New Roman

Clarendon Condensed Bold

Times New Roman (bold)

Comic Sans MS

Univers

Coronet

Univers Condensed Regular

Courier

Verdana

Fonts that were altered in the conversion from WordPerfect 8 to PDF

Coronet appears much larger and in a different font, an Adobe default font
Line Printer appears much larger and in a different font, an Adobe default font
Marigold appears much larger and in a different font, an Adobe default font

Fonts that maintained integrity in the conversion from Word 97 to PDF
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Arial

Garamond

Arial Black Haettenschweiler
Arial Narrow Book Antiqua Impact
Bookman Old Style Letter Gothic

Century Gothic

Symbol (2 styles)

Century Schoolbook Tahoma
CG Times Times New Roman
Comic Sans MS Univers

Courier

Univers Condensed Regular

Courier New

Verdana

Fonts that were altered in the conversion from Word 97 to PDF

Albertus Extra Bold

bold characteristic lost, appears in a different font, an Adobe
default font

Albertus Medium Bold

appears in a different font, an Adobe default font

Antique Olive appears much smaller and in a different font, an Adobe default
font
CG Omega appears much smaller and in a different font, an Adobe default

font

Clarendon Condensed Bold

appears much smaller and in a different font, an Adobe default
font

Coronet appears much larger and in a different font, an Adobe default
font

Line Printer appears much larger and in a different font, an Adobe default
font

Marigold appears much larger and in a different font, an Adobe default
font

Modern appears in a different font, an Adobe default font

Times New Roman (bold)

appears in a different font, an Adobe default font
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PDF File Size Comparison

Creating a PDF File Electronically

This table illustrates the file size by electronically converting a typical 20 page
court text document using Adobe Acrobat PDF Writer. The file sizes are shown
in the table below.

PDF Created Electronically With: File Size
WordPerfect 9 50.8 KB
Word 2000 53.7 KB

Creating a PDF File By Scanning

This table illustrates the file size by scanning the same 20 page document.
Scanning in Black & White method with 200 DPI resolution yields the smallest file
size. These are the recommended settings for documents that need to be
scanned for the CM/ECF system.

File Size Using Scan Method:
Scan Resolution Black & White Grayscale Color
200DPI 5.97MB 31.1MB
300DPI 923KB 18.9MB 65.2MB
400DPI 1.19MB 34.2MB 98.4MB

Scanning Terminology

Term Detail

DPI Dots Per Inch. More dots = more resolution. 200 DPI resolution is fine for text
documents.

KB Kilobytes, 1,000 KB = 1MB

MB Megabytes (roughly 1.6MB of data can fit on one floppy disk)

Black & This type of scanning

White

Grayscale | This type of scanning will detect various shades of gray in a document.

Color
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